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STUDENT SERVICES STAFF 


(Located in the New Student Center — NSC) 


Student Services upholds the mission and goals of the College by providing support services that will 
enable area students to enroll in appropriate academic programs. Student Services is committed to 
providing support services in the areas of admissions; testing and assessment; personal/career coun- 
seling; academic advising; registration/records; financial aid; veterans/child care assistance; tutoring; 
job placement; and extracurricular activities. . 


Student Services is here to aid you in selecting, entering, progressing through, and completing a 
course of study. Student Services offices are located on the first and second floors of the New Stu- 
dent Center. Office hours are as follows: Monday-Thursday 8:00 a.m.-6:00 p.m. and 8:00 a.m.-5:00 
p.m. on Friday (Fall and Spring). 


AJ Tyson, Jr., Senior Dean 
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Records and Registration — NSC Office 111-J & Office 111-M 
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Counseling Services — NSC Office 111-G 
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Financial Aid Services — NSC Office 111-C and Office 111-E 
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Student Support Services (SSS) — NSC 113 


PopraineuNMChCl ee COLO eis. nee ue ne a PAGE Io Uven oak -eriiev Ate, Sygeeae 15. Soot ds ghia 862-1272 
BOleCa. NaMMUICCw Ss CCLOL ADV ene en ees. NG ES. ualtn le oc os 22k Le Re ee a tl ee 862-1303 
Janice Hoewelleinstuctional. CoordinalovCounselor.:.........sc:c.2.-ss-+++++++.+seeesennch eae ne agen Bea Big 862-1293 
Isalean Overton, Tutor Coordinator/Computer Lab Technician..............::csseceeeeeeeeeeeeeeeeteseeees 862-1241 


Student Activities - NSC 111 
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Note: Please refer to the 2009-2010 R-CCC Catalog for a listing of all college employees. 


CURRICULUM PROGRAM ADVISORS 


Accounting-C25100 
(A-H) Pat Bennett 
(I-Q) Debbie Hanke 


(R-Z) Deborah Oakey (Lead Advisor) 


Air Conditioning, Heating, & Refrigeration 


Technology-A35100 & D35100: 


AHR-Heat Pump Certificate-C35100A 


HVAC Certificate-C35100B 


(A-Z) Michael Lassiter (Off-Campus Advisor) 


(A-Z) John Mulder (Lead Advisor) 


Associate Degree Nursing-A45100 


(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Associate in Arts-A10100: 

(A-D) Jeanne Blevins 

(E-H) Lillie Faison 

(I-M) Frank Harris (Lead Advisor) 
(N-R) Lowell Savage 

(S-V) Crystal Sharpe 

(W-Z) Stuart Thomson 


Pre-Major Options: 

Business Administration-A1010B 
Elementary Education-A1010R, 
Information Systems-A1010V 
Nursing-A1010I: 

(A-D) Jeanne Blevins 

(E-H) Lillie Faison 

(I-M) Frank Harris (Lead Advisor) 
(N-R) Lowell Savage 

(S-V) Crystal Sharpe 

(W-Z) Stuart Thomson 


Associate in Fine Arts-A10200 
Pre-Major Art-A1020A 

(A-D) Jeanne Blevins 

(E-H) Lillie Faison 

(I-M) Frank Harris (Lead Advisor) 
(N-R) Lowell Savage 

(S-V) Crystal Sharpe 

(W-Z) Stuart Thomson 


Associate in General Education-A10300 
(A-D) Jeanne Blevins 

(E-H) Lillie Faison 

(I-M) Frank Harris (Lead Advisor) 

(N-R) Lowell Savage 

(S-V) Crystal Sharpe 

(W-Z) Stuart Thomson 


Associate in Science-A10400 
(A-D) Jeanne Blevins 

(E-H) Lillie Faison 

(I-M) Frank Harris (Lead Advisor) 
(N-R) Lowell Savage 

(S-V) Crystal Sharpe 

(W-Z) Stuart Thomson 


Barbering-D55110 
(A-M) Sonya Chamblee (Lead Advisor) 
(N-Z) Dee Eley 


Biotechnology -A20100 

(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Building Construction Technology-A35140 
Building Construction Technology Certificate- 
C35140 

(A-Z) James Messer (Off-Campus Advisor) 
(A-Z) John Mulder (Lead Advisor) 


Business Administration-A25120 

Business Administration Certificate-C25120 
(A-H) Pat Bennett 

(l-Q) Debbie Hanke(Off-Campus Advisor: A-Z) 
(R-Z) Deborah Oakey (Lead Advisor) 


Computer Information Technology-A25260 
CIT Basic-C25260B 

Multimedia Certificate-C25260A 

Operating Systems-C25260C 
Web/Security-C25260D 

(A-M) Linda Alexander 

(N-Z) Janet Faison (Lead Advisor) 


Cosmetology-D55140 

Cosmetology Instructor-C55160 
(A-M) Sonya Chamblee (Lead Advisor) 
(N-Z) Dee Eley 


Concurrent Enrollment-T90980 
Huskins-T90970 
(A-Z) Gloria Fairless 


Criminal Justice Technology-A55180 
(A-M) James Alexander 
(N-Z) Ryan Cox (Lead Advisor) 


Dental Assisting-D45240 

(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Early Childhood Education-A55220 


Early Childhood Education/Special Education- 


A5522A 


Early Childhood Education/Teacher Associate- 


A5522B 

(A-H) Taunya Melendez 

(I-Q) Audrey Moore (Lead Advisor) 
(R-Z) Deboria Outlaw 


Early College High School-T90930 
(A-Z) Juanisha Vaughn-Hart 


Health Care Technology-C45350 
(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Human Services Technology-A45380 
Mental Health-A4538C 

(A-M) Kim Bazemore (Lead Advisor) 
(N-Z) Joseph Rampersad 


Industrial Systems Technology-A50240 


IST Electrical Cert.-C50240A 
IST Mechanical Cert.-C50240B 
IST PLC Cert.-C50240 

(A-Z) Keith Horne (Lead Advisor) 


Lateral Entry -C55430 
(A-M) Jeanne Blevins 
(N-Z) Taunya Melendez (Lead Advisor) 


Manicuring/Nail Technology -C55400 
(A-M) Sonya Chamblee (Lead Advisor) 
(N-Z) Dee Eley 


Medical Office Administration-A25310 
Office Administration-A25370 

(A-M) Joan Deloatch (Lead Advisor) 
(N-Z) Darcie Tumey 


Plumbing -C35300 & D35300 
(A-Z) Phillip Deloatch (Off-Campus Advisor) 
(A-Z) John Mulder (Lead Advisor) 


Pre-Nursing -A10300N 

(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Radiography-A45700 

(A-E) Carmen Askew 

(F-J) Gloria Baker (Lead Advisor) 
(K-P) Catherine McCutcheon 
(Q-U) Stella Jenkins-Cameron 
(V-Z) Deborah Stokes 


Special Credit-T90990 
(A-Z) Sandra Copeland 


Web Technologies-A25290 
(A-M) Linda Alexander 
(N-Z) Janet Faison (Lead Advisor) 


Welding Technology-D50420 
Pipe-C50420B 

Plate-C50420C 

(A-Z) Victor Davidson (Lead Advisor) 


DATES YOU SHOULD KNOW 


Fall 2009 

Fall 2009 Tuition Due by 4:30 p.m. 

Early Registration participants 

(Schedules with unpaid balances will be purged.) 
Professional Development (Faculty and Staff) 

Fall Registration 

First Day to Charge in Bookstore 

Last Day to Apply for a 100 % Refund 

First Day of Class/Semester & First 8-week Session 
Last day to Add 

Last Day to Remove Summer 2009 
Last Day to Charge in Bookstore 
Last Day to Apply for a 75% Refund 
10% Point of the Semester 

Labor Day Holiday (College Closed) 
Financial Aid Refund Checks mailed 

Student Fall Break (Faculty Professional Dev.) 

Last Day of First 8-week Session 

Registration for Second 8-week Session 

First Day of Second 8-week Session 

Last Day to Drop Without Academic Penalty 

Advising Day - Spring 2010 (No Classes) 

Early Registration Spring 2010 

May 2010 Prospective Graduate Applications Due 
Thanksgiving Holiday (College Closed) 

Spring 2010 Tuition Due - by 4:30 p.m. 

Early Registration participants 

(schedules with unpaid balances will be purged) 

Last Day of Classes/Semester & Second 8-week Session 
Fall 2009 Grades Due (12:00 noon) 

Christmas Holiday (College Closed) 

College Reopens for Staff 


he 


Grades 


Spring 2010 

New Year’s Day Holiday (College Closed) 

College Reopens (Professional Dev. Faculty & Staff) 
Faculty Workday 

Spring Late Registration 

First Day to Charge in Bookstore 

Last Day to Apply for a 100 % Refund 

First Day of Class/Semester & First 8-week Session 
Last day to Add 

Last Day to Remove Fall 2008 “I” Grades 

Last Day to Charge in Bookstore 

Martin Luther King, Jr. Holiday (College Closed) 
Last Day to Apply for a 75% Refund 

10% Point in the Semester 


August 3, 2009 


August 10-11, 2009 (M/T)  — 
August 12-14, 2009 (W/TH/F) 
August 12, 2009 (W) . 
August 14, 2009 (F) 
August 17, 2009 (M) 


~ August 19, 2009 (W) 


August 19, 2009 (W) 
August 20, 2009 (TH) 
August 26, 2009 (W) 
August 26, 2009 (W) 
September 7, 2009 (M) 
September 25, 2009 ( F) 
October 12-13, 2009 (M/T) 
October 14, 2009 (W) 
October 14, 2009 (W) 
October 15, 2009 (TH) 
October 26, 2009 (M) 
November 11, 2009 (W) 
November 12-13, 2009 (TH/F) | 
November 25, 2009 (W): 
November 26-27, 2009 (TH/F) 
December 9, 2009 (W) 


December 14, 2009 (M) 
December 16, 2009 (W) 


December 23-25, 2009 (W/TH/F) 


December 28, 2009 (M) 


January 1, 2010 (F) 
January 4, 2010 (M) 
January 5, 2010 (T) 
January 6-8, 2010 (W/TH/F) 
January 6, 2010 (W) 
January 8, 2010 (F) 
January 11, 2010 (M) 
January 13, 2010 (W) 
January 13, 2010 (W) 
January 14, 2010 (TH) 
January 18, 2010 (M) 
January 21, 2010 (TH) 
January 21, 2010 (TH) 


Financial Aid Refund Checks mailed 
Last Day of First 8-week Session ave 
Registration for Second 8-week Session 

First Day of Second 8-week Session x 
Last Day to Drop Without SIMIC ee 
Early Registration Summer 2010 — 

Easter Holiday (College Closed) — 

Spring Break (No Classes) 

Advising Day - Fall 2010 (No Classes) 

Early Registration - Fall 2010 

Summer 2010 Tuition Due ae : 

Early Registration participants by 4: 30 | p. m. 

(schedules with unpaid balances will be purged) 

May 2010 Graduate Grades due (12: 00 noon) | 

Last Day of Classes/Semester & Second eeeek Session 
Spring 2010 Grades Due (12:00 noon) es 
Graduation Rehearsal (9:30 a.m. ) 

Graduation : 





Summer 2010 

Summer Registration 

First Day to Charge in Bookstore) 

Last Day to Apply for a 100 % Refund 

First Day of Class 

Last Day to Add 

Last Day to Remove Spring 2010 “I” Grades 
Last Day to Charge in Bookstore 

Last Day to Apply for a 75% Refund 

10% Point of the Term 

Memorial Day Holiday (College Closed) 
Financial Aid Refund Checks mailed 

Last Day to Drop Without Academic Penalty 
July 4th Holiday (College Closed) 

Early Registration - Fall 2010 

Semester Ends 

Summer 2010 Grades Due (12:00 noon) 


February 19, 2010 (F) 
March 8, 2010 (M) 

March 8, 2010 (M) 

March 9, 2010 (T) 

March 18, 2010 (TH) 
March 25-26, 2010 (TH/F) 
April 5, 2010 (M) 

April 6-9, 2010 (T/W/TH/F) 
April 13, 2010 (T) 

April 14-16, 2010 (W/TH/F) 
April 23, 2010 (F) 


May 7, 2010 (F) 

May 11, 2010 (T) 
May 13, 2010 (W) 
May 14, 2010 (F) 
May 14, 2010 (F) 


May 18-19, 2010 (T/W) 
May 18, 2010 (T) 

May 19, 2010 (W) 

May 20, 2010 (TH) 
May 24, 2010 (M) 

May 24, 2010 (M) 

May 25, 2010 (T ) 

May 26, 2010 (W) 

May 26, 2010 (W) 

May 31, 2010 (M) 

June 18, 2010 (F ) 

July 1, 2010 (TH) 

July 5, 2010 (M) 

July 12-15, 2010 (M/T/W/TH) 
July 30, 2010 (F) 

August 2, 2010 (M) 


WHERE TO GO FOR WHAT 


Absences 
Academic Advising 
Academic Policies © 
Add a Course 


Academic Records, Grades, Graduation, Refunds 
Accidents 


Address Change, Class Schedules, Parking Permits 


Admission/Readmission 

ADN Admission 

Athletics 

Blackboard 

Books and Resource Materials 

Cap and Gown Purchase 

Campus Safety 

Campus Notices/Announcements 
Career Counseling/Job BueIeeno | 
Change of Major | 
Child Care Assistance 

Copying Services 

Counseling Services (escent Personal, eereen 
Distance Learning 

Disability Assistance 

Drop a Course 


Emergencies/First Aid 
Financial Aid, Scholarships 
Financial Matters 

General Interest Courses 
Grading Information 
Graduation Information 

ID Cards 

Insurance Forms 
Intramural Sports 

Library Services 

Lost and Found 

Minority Male Mentoring Program 
Parking Decals 

Parking Issues 

Placement Testing 
Registration 

Scholarship Applications, Work-study 
Student Activities 

Student Grievances 
Textbooks & Supplies 
Transcripts 

Transfer Counseling 
Tutoring 

Veterans Benefits 

Website Address 


Instructor 

Faculty Advisor 
Catalog. ae 
(1) Faculty Advisor 

(2) Registrar 

Registrar | 
Campus Security 
Student Services 
Director of Counseling 
Director of Counseling — 
Athletic Coach 
Distance Learning Coord. 
Library (LRC) 
Bookstore 

Campus Security 
Campus Cruiser 
Director of Counseling 


Faculty Advisor, Counselor, Registrar 


Financial Aid 

Library (LRC) 

Director of Counseling 
Distance Learning Coord. 
Director of Counseling 
(1) Faculty Advisor 

(2) Instructor | 

(3) Registrar 

Campus Security 
Financial Aid 

Cashier, Business Office 
Continuing Education Dept. 
Registrar’s Office 
Registrar’s Office 
Student Services 
Business Office 

Student Activities Coord. 
Learning Resources Center 
Campus Security 
Student Activities Coord. 
Student Services 
Campus Security 

Testing Center 

Faculty Advisor/Registrar 
Financial Aid 

Student Activities Coord. 
Dean, Student Services 
Bookstore 

Registrar 

Director of Counseling 
Student Support Services 
Dean, Student Services 
www.roanokechowan.edu 


INFORMATION YOU SHOULD KNOW 


Academic Information 

Honors — Full-time students who maintain high academic standards are recognized each semester through the Presi- 
dent's List (4.0 GPA) or the Dean’s List (minimum 3.25 GPA, with no grade lower than a B). Both lists require that stu- 
dents complete at least 12 credit hours, none of which include courses numbered 100 or lower, and have no | grades. 


Requirements—A 2.00 GPA for work taken at the College is required for graduation. The minimum cumulative, “good 
standing” GPA and other pertinent information regarding academic standing is outlined in the 2009-2010 R-CCC Catalog. 


Probation/Warning—Should you fail to re-establish the required average by the end of the second academic warning 
semester, you will be placed on academic probation (allowed to enroll in only six semester hours). Students placed on 
academic probation are not eligible to receive financial aid or VA benefits. 


Attendance/Reinstatement Procedure 

Student experiencing attendance problems, should notify their instructor(s) immediately. Absences from class do not 
relieve you of meeting course requirements. Regardless of the reason, instructors have the authority to drop you after two 
consecutive weeks of being absent from class. If you choose not to complete a course for which you are registered, you 
must process a Drop Form in the Registrar’s Office. If you are dropped from a course and wish to be reinstated, you must 
submit a Request for Reinstatement Form to the Dean of Student Services (or designee) after permission is granted by 
the instructor. 


Bookstore 

Roanoke-Chowan Community College maintains a bookstore for the convenience of students. Course supplies and 
required textbooks, as well as novelties, clothing, graduation attire, and invitations may be obtained in the bookstore. The 
hours are posted on the entrance door. The bookstore return policy allows you 5 days from the purchase date with your 
receipt to return merchandise. Books must be in the same condition as purchased, and if shrink wrapped, it must still be in 
the original wrap. For more information, please see the Bookstore Manager or call at (252) 862-1292. 


Campus Cruiser 

RCCC Campus Cruiser is a Web-based portal system that enables RCCC to electronically share information, syllabi, cam- 
pus calendars, student support & registration services, etc. Refer to the College Website at www.roanokechowan.edu for 
more information. 


Cell Phones and Beepers 

Students must turn off cell phones and beepers upon entering class, unless the student's occupation (medical, emer- 
gency, or law enforcement) requires that it is on at all times. Students may not receive or send telephone calls or pages 
during class time. 


Change of Name and Address 
If you move or change your phone number or name at any time, go to Students Services to complete a Student Status 
Change Form and bring with you legal documentation verifying the change. 


Change of Program 

Students who decide to change programs of study must schedule a conference with a counselor in Student Services. 
Upon agreement that the change is warranted, students will be given the name of their new advisor and instructed to sub- 
mit a Curriculum/Program Change Form to the Registrar. 


Children on Campus 

Children on campus, not enrolled in a college program, must be under the direct supervision of a parent or guardian. Chil- 
dren are not allowed in classrooms, laboratories, or offices without permission of a College Dean or the President. Chil- 
dren may not be left unattended in vehicles at any time. The College will not assume responsibility of liability for any minor 
children. Students bringing minors to class will be asked to leave and will be immediately referred to the Dean of Student 
Services or the Director of Counseling Services. 


Programs sponsored/cosponsored or approved for use of the facility by the college will be exempt from this procedure if 
the children are supervised by designated adult(s). Campus tours and/or student groups visiting the college must be ac- 
companied by a college staff member. 


Communicable Disease Policy 

Roanoke-Chowan Community College is committed to assuring, as far as possible, that each student enjoys safe and 
healthful study conditions. To this end, the College offers the following information: A student infected, or reasonably be- 
lieved to be infected, with a communicable disease shall not be excluded from enrollment or employment, or restricted in 
his/her access to the institution’s services or facilities unless medically-based judgments in individual cases establish that 
exclusion or restriction is necessary to the welfare of the individual or the welfare of other members of the institution and 
community. (For more details, please refer to the R-CCC Catalog.) 


Counseling Services 

Counselors are available to assist students with academic and personal concerns and to facilitate educational and career 
planning. Information about programs of study, disability services, career services, community referrals, and placement 
testing are services provided by the counseling staff. No appointment is necessary to meet with a counselor. Counsel- 
ing sessions are confidential, and if more intensive counseling is required, counselors will help with appropriate referrals. 
Counseling Services is located in the New Student Center, Office Suite 111, and can be reached at (252) 862-1225. 


Course Make-Up Work 
Instructors may establish procedures for make-up work. 


Crime Awareness and Campus Security Act of 1990 

In 1990, The Campus Security Act was signed into law. The implications of the law affects, to some extent, all postsec- 
ondary institutions. More importantly it involves the entire campus community, not just the campus security department in 
responding to crime incidents that occur on campus. 


In 1998, the Campus Security Act was amended and renamed the Jeanne Clery Disclosure of Campus Security Policy 
and Campus Crime Statistics Act. The Act requires WCC to prepare and distribute to all current faculty, staff, and students 
an annual report which sets forth our policies on crime prevention issues and provide statistics on the number of specific, 
violent crimes (murder and non-negligent manslaughter and negligent manslaughter, forcible and non-forcible sexual 
offenses, robbery, aggravated assault, burglary, arson, motor vehicle thefts, and hate crimes) which have occurred on 
campus and also the number of arrests on campus for liquor law violations, drug use violations, and weapons possession. 


The annual report is available at the campus security department. 


Employees and students play a major role in the success of crime prevention programs by taking individual precaution- 
ary steps to avoid becoming a crime victim, as well as by working together as a campus community. Known or suspected 
violations of federal and state laws occurring on campus should be reported to Campus Security. Criminal incidents oc- 
curring at off-campus, college-sponsored activities should be reported to the Campus Security and the law enforcement 
agency having jurisdiction. 


Campus security is comprised of authorized Hertford County deputy sheriffs and non-sworn employees without authority 
granted by NCGS 74-A. As required by the provisions of this act, the following is provided: 















Academic Year 
Offenses Reported 05-06 06-07 07-08 
Murder 

Rape 

Robbery 
Aggravated Assault 
Burglary 

Motor Vehicle Theft 
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Arrests Initiate for the following: 
Liquor Law Violations 0 0 
Drug Abuse Violations 
Weapons Possession 


Dress 
Students are expected to dress appropriately for all occasions while on campus. Shoes must be worn at all times. 


Drop a Course/Add a Course 

Students may add courses during the designated add period (first three days of each semester). The add period sets a 
cutoff date for allowing students to enroll in courses. Students are not permitted to add courses beyond the scheduled add 
period, unless permission is granted by the appropriate college dean. 


Students are permitted to drop courses without penalty prior to the 60 percent point of the semester. 

A grade of W will be issued for courses dropped prior to the 60 percent point. Students who drop courses after the 60 
percent point will receive a grade of F. Grades are not issued for courses dropped during the refund period and before the 
census date of the class. AW grade will appear on the student’s record for a drop that occurs after the census date of the 

class. 


Withdrawing from a class may affect a student’s Financial Aid eligibility for future terms of enrollment. The Financial Aid 
Office is required to calculate a Return of Title IV Funds when a student drops all courses. Students are encouraged to 
consult with a financial aid officer prior to dropping courses. 


It is the responsibility of the student to complete the Drop/Add Form, secure all necessary signatures, and submit the 
completed form to the Registrar’s Office for processing. Drop/Add forms are available in Student Services. 


Drugs and Alcohol 

The abuse and use of drugs and alcohol are subjects of immediate concern in our society. These problems are extremely 
complex and ones for which there are no easy solutions. From a safety perspective, the usage of drugs or alcohol may 
impair the well-being of employees, students and the public at large; drug and alcohol usage may also result in damage 
to the college property. Therefore, it is the policy of this College that the unlawful manufacture, distribution, dispensation, 
possession, or use of a controlled substance or alcohol, is prohibited while in the workplace, on College premises, or as 
part of any College-sponsored activities. Any employee or student violating this policy will be subject to disciplinary action 
up to and including termination or expulsion and referral for prosecution. The specifics of this policy are as follows: Roa- 
noke-Chowan Community College does not differentiate between drug users, drug pushers, or sellers. Any employee or 
student who possesses, uses, sells, gives, or any way transfers a controlled substance while in the workplace, on College 
premises, or as part of any College-sponsored activity, will be subject to disciplinary action up to and including termination 
or expulsion and referral for prosecution. 


See the Student Code of Conduct for more detailed information. 


Emergency Exit Procedures 
In order to insure the safety of each person who comes to the campus, an emergency evacuation plan has been devel- 
oped for each individual building. 


Each building has an emergency evacuation plan with all emergency routes from each of the various rooms in the facil- 
ity specified on the plan. Copies of each plan are posted in each classroom and on each bulletin board of the facility to 
which the particular plan applies. The elevators are not to be used in drills or real emergencies where the building must be 
evacuated quickly. 


After the buildings have been evacuated, each individual should stand at least one hundred feet away from the particular 
building and should not enter the building again until all danger (or the drill) is over. College staff and faculty should be- 


come familiar with proper escape routes from each building and lead students and guests from the building during either a 
drill or real emergency. 


Fees 
All fees, except transcript fees, are due at the time of registration. 


Activity fee - $16.25 for 1 to 5 hours, $32.50 for 6+ hours, each fall and spring. 


Insurance fee ($2)--good for the current registered semester and is in effect while on campus or traveling to and from 
classes. 


Transcript fee ($5)--charged for copies of official transcripts (unofficial transcripts are available at no charge). Transcripts 


will be provided within ten working days after receipt of a written request. Transcripts will not be released if you owe the 
College money, nor will they be faxed to another school/business. 


Technology fee ($16)—for all full-time students; all others will be charged a fee prorated by the Business Office. 
Course specific fees will be charged on particular courses not to exceed $30.00 per semester. 


Financial Aid 

Qualifications from financial aid (grants, federal work-study, scholarships) are determined from the results of a completed 
federal student aid application. Students who receive financial aid must meet the College’s academic and financial aid 
requirements each semester to continue receiving financial assistance. Students must reapply for aid each year after 
January 1. The Financial Aid Office is located in the New Student Center, Office Suite 111, and can be reached at (252) 
862-1221 or 862-1246. 


Students interested in applying for financial assistance must complete the Free Application for Federal Student Aid 
(FAFSA). The form must be submitted in one of the following ways: 


° Students may complete the online application at www.fafsa.ed.gov. 

° Students may contact the Federal Student Aid Information Center toll-free at 1-800-433-3243 and request up to 
three (3) copies of the paper application which must be completed and mailed in the enclosed envelope. 

° Students may download a PDF version of the FAFSA at www.FederalStudentAid.ed.gov and mail it in to the 


federal processor. 


You must reapply each year. Renewal is not automatic. You should complete the application as soon as possible after 
January 1st of each year. To be considered for financial aid, applicants must be enrolled in an eligible curriculum leading 
to a degree or diploma, students must have a high school diploma or GED in which the transcript has been received by 
RCCC’s admissions office, students must be meeting and maintain satisfactory academic progress, and a student may 
not owe a repayment on a grant or be in default on an educational loan, in addition to any other criteria set by the US 
Department of Education. 


Priority Dates 


In order to provide adequate time for processing and awarding financial aid prior to the start of classes, priority dates are 
identified for each semester. 


Fall Semester — June 1st 
Spring Semester — October 15th 
Summer Semester — April 1st 


If you submit your financial aid application after the established priority dates, you must be prepared to pay for your tuition, 
fees, and books. Please be aware that it takes approximately eight to twelve weeks to process the application. 

If a student’s financial aid eligibility has not been determined before the start of the semester, the student will need to be 
prepared to pay for tuition, fees, and books out of pocket or will need to set up a tuition payment plan. Emergency as- 
sistance is available, but limited on a first come-first serve basis. Once eligibility has been determined, the student will be 
reimbursed for the amount of financial aid he is eligible for minus any funds due to the college. 


First Aid Kits 
First aid kits are located in all buildings on campus, except for the Old Small Business Center. For assistance, please 
contact Campus Security at 862-1219 or stop by the Campus Security Office in NSC — Office 107. 


Food and Drink are not permitted in classrooms unless authorized by the instructor. 


Food Service 
Vending machines are located in each building. The R-CCC Cafe is located in the NSC. The hours of operation are: 
Breakfast ~ 8:00 a.m. - 10:30 a.m.; Lunch ~ 11:00 a.m. - 2:00 p.m. 


Graduation 

Graduation exercises are held at the end of the spring semester. The $50 graduation fee covers the award earned: addi- 
tional degrees, diplomas, or certificates cost $5. Cap and Gown orders and invitations are available for purchase through 
the Bookstore. 


To participate in graduation exercises, you must satisfy all program requirements, file a completed graduation application 
for each award in the Registrar’s Office, pay the graduation fee, satisfy all financial obligations, and attend graduation 
rehearsal. Students not participating in the graduation ceremony may pay a postage fee for their award to be mailed. 


Grading Policy 

The cumulative grade point average is determined by dividing the total number of quality points by the total number of 
credit hours of work attempted. Example: A student successfully completes four courses (12 semester hours) and earns 
an “A” in three classes (a total of 9 credit hours) and a “B” in one class (a total of 3 credit hours), the GPA would be deter- 
mined as follows: 


9 Hr x 4.0=36 + 3 Hr x 3.0=9 36+9 = 45 quality points 
45 quality points divided by 12 credit hours completed = 3.75 GPA 
For more details, please refer to the 2009-2010 R-CCC College Catalog. 


ID Cards and Parking Decals 

Identification (ID) cards must be worn at all times and are available from Student Services. The ID card serves as your 
means of identification for library privileges, bookstore charges, and any other college function or service you may be 
entitled to as students. The first ID is covered by your student activity fee. Replacement cards cost $5. Parking decals 
must be visible on all vehicles parked on campus. Decals should be placed in the lower left side corner of the vehicle 
back windshield. The cost for decals is included in the student activity fee. Decals are available in Student Services. 


Inclement Weather 

Should it appear that adverse weather or other factors would necessitate closing of Roanoke-Chowan Community Col- 
lege, the President, or his representative, shall make the final decision. Notice of the College closing will be made on local 
radio and television stations, taped messaged at (252) 862-1200 and on the R-CCC web page at www.roanokechowan. 
edu. There are several sources to which students, staff and faculty may turn for information. They are as follows: 

° WITN TV 7 — Washington 


° WAVY TV 10 — Virginia 
° FM 98.3 — Murfreesboro 
° AM 970 or FM 99.3 — Ahoskie 


A message regarding closings for both employees and students will be placed on the college telephone message system 
by 6:30 a.m. If an announcement is not posted on area media, the website or campus telephones, it may be assumed that 
the college is open for normal business hours. 


Intramural Sports and Recreational Program 

The Intramural Sports & Recreational Program is specifically designed to provide opportunities for students, faculty and 
staff to have fun, socialize, manage stress and improve personal health and wellness by participating in organized com- 
petitive sports and recreational activities. The Intramural Sports program includes basketball, volleyball and other competi- 
tive sports based upon the overall response by the R-CCC students, faculty and staff. 


Physical Fitness Facility 

The Physical Fitness Room is located in Freeland 130. Equipment includes treadmills, steppers and stationary cycles. 
Hours of operation are posted at the location. For further information, please contact Joseph Rampersad at 862-1367 or 
visit his office in Freeland, Office 130. 


Learning Resources Center (LRC) 

The LRC includes the library, the computer-assisted instruction lab, the audiovisual department, and the distance learning 
department; it can benefit your studies. Hours of operation are posted near the LRC’s entrance. The LRC is located in the 
Jernigan Building. 


Lost and Found 
Items should be reported to Campus Security. Items turned in may be claimed upon proper demonstration of ownership. 


New Clubs/Organizations 
See the SGA Constitution for more information. 


Paying for Classes 

We accept cash, checks, credit cards, and approved third party vouchers in the Cashier’s Office located in the Jernigan 
Building. We encourage you to pay your fees prior to the scheduled deadline or when registering for classes. (Please refer 
to the academic calendar and the course schedule for the semester deadline.) 


Pets 

Pets create several conditions that the College is not equipped to handle. Pets of any type cannot be brought on campus. 
This policy is in no way intended to restrict access to the campus of animals specifically trained to assist individuals with 
disabilities. 


Posting Notices and Bulletin Boards 

All notices, posters, etc., relating to student activities that are to be posted on the college campus must be initialed and 
dated by the Student Activities Coordinator and/or the Dean of Student Development Services. All other notices, posters, 
etc. not relating to student activities must be initialed and dated by a college administrator before posting on the campus 
bulletin boards or around campus. Notices should not be posted on glass, varnished doors, door frames, painted doors, 
dry wall (sheetrock), and water fountains. All notices not initialed and dated will be removed immediately. Persons posting 
notices should also remove them when they are no longer needed. 


Repeating Courses 

You may repeat a course for credit if a grade of D or F was earned, and only under the condition that in each case, credit 
hours will be considered hours attempted and used in computing the quality point average. Financial aid and veterans 
benefits recipients will not receive assistance/benefits for repeating courses in which a D grade was received unless re- 
quired by the academic department. 


Release of Information: Family Educational Rights & Privacy Act 

In compliance with the Family Educational Rights and Privacy Act of 1974, releases no personal, identifiable information 
about students without the expressed written consent of the student. Exceptions to this practice are those types of infor- 
mation defined by law as “directory information.” The directory information may be published or made available without 
the consent of the student. However, any student not wishing any of these types of information released may request in 
writing to Registrar that it not be released. 


Services to Individuals with Disabilities 

Roanoke-Chowan Community College and all employees shall operate programs, activities, and services to ensure that 
no qualified individuals with a disability shall be excluded from participating in, be denied the benefit of, or be subjected to 
discrimination under any such program, activity, or service solely by reason of their disability. It is the student’s responsi- 
bility to initiate requests for accommodations. Student requiring services should contact the Director of Counseling located 
in Student Services in the New Student Center, telephone (252) 862-1225. 


Security - How To Contact College Security 

Internally dial ZERO (0) or from an outside line call (252) 862-1200. You should reach the College Receptionist during 
normal college operating hours. Inform the receptionist you need to speak to College Security and give the reception- 

ist the extension (internal), or the phone number (external) from where you are calling. Also, tell the receptionist a brief 
summary of why you need security and where the incident/situation is occurring. In addition, tell the receptionist where 
security can find you when they respond. The receptionist will relay this information to the security officer directly OR try to 
connect you by phone to the officer. 


Smoking 

Roanoke-Chowan Community College is a tobacco free establishment as of July 1, 2007. In the interest of providing a 
healthful and productive work environment for all employees and students, smoking is prohibited within any College- 
owned buildings and grounds. Smoking is also strictly prohibited within any College-owned and/or leased vehicles. This 
policy applies to all employees, students, contractors, vendors, and visitors. 


Student Activities and the Activity Approval Form 

A program of activities that provides for a variety of meaningful educational, cultural, and social experiences is available to 
students. The Activity Approval Form is to be completed by student organizations in planning activities and/or all college 
events which need approval and involve the use of college facilities and/or services. After information regarding the event 
has been completed, the approval of the sponsoring organization’s advisor must be obtained. This form should then be 
presented to the Student Activities Coordinator’s Office for referral and circulation to the appropriate college officer. 


Soliciting and Fund Raising 

Do not solicit local merchants and business people for prizes, gifts, donations, etc., in the name of the college or any club 
or organization. Do not conduct raffles or any kind of money-raising activity on campus except with prior approval from the 
Dean of Student Services. Do not have any survey by class or club members which purports to be for “Roanoke-Chowan 
Community College.” If a class or club wishes to survey the community, it should be made clear that the survey is not a 
college-sponsored activity. In addition to the above, any individual or club sponsoring a food sale on campus must get the 
Dean of Students Services’ permission and the Dean of Finance’s permission before selling any food on campus. 


Student Appeal 
Please see the College Catalog and the Student Code of Conduct for more details. 


Student Classification and Status 
Please see the College Catalog for more details. 


Student Grievance Procedure 
Please refer to the College Catalog for more details. 


Student Lounge 
This lounge, located in the New Student Center, is open to all students. A television and microwave are available for stu- 
dent use. Loud music and other forms of disorderly noise are not permitted in the lounge. 


Student Right-to-Know 
As required by the Public Law 101-542, “Student Right-to-Know,” the College maintains information regarding completion 
and graduation rates. 


Student’s Role in Institutional Decision Making 
Students participate in institutional decision making by sitting on a variety of college committees, having a representative 
as an ex-officio member of the Board of Trustees, and through completing a variety of surveys distributed by the College. 


Student Support Services 

A federally funded program, Student Support Services assists students with academic problems and other difficulties 
which may prevent them from remaining in the College. The program offers services, such as peer/paraprofessional tutor- 
ing; personal, academic, career, and transfer counseling and peer mentoring. The Student Support Services program is 
located in the New Student Center, Office 113, and can be reached at (252) 862-1303. 


Telephone Calls and Usage 

Students cannot receive telephone calls or messages, except in cases of emergency; in these cases every effort will be 
made to relay information. Check classroom doors for messages. Pay phones are located in the Freeland, Young, and 
Jernigan buildings and the New Student Center. 


Transfer Credit 

Credits earned at another accredited institution will be accepted if at least a C (B for nursing core courses) was received, 
the course is appropriate to your program of study, and a comparable course is offered at the College. Should you 
change programs, you will receive credit towards the new program if the credits previously earned are required for that 
program. 


Tuition 

Tuition rates are established by the State Board of Community Colleges and are subject to change. At the publication of 
this handbook, tuition is $ 50 per credit hour, not to exceed $800, for legal residents of North Carolina. Tuition for out-of- 
state residents is $ 241.30 per credit hour, not to exceed $ 3,860.80. 


Tuition Refund Policy 

A 100% refund shall be made if the student officially drops prior to the first day of classes of the academic semester or 
term as noted in the college calendar. Also, a student is eligible for a 100% refund if the class in which the student is of- 
ficially registered is canceled due to insufficient enrollment. A 75% refund shall be made if the student officially drops from 
the class(es) prior to or on the official 10% point of the semester. Student fees are NOT refundable. Federal regulations, if 
different from above, will overrule this policy. To be eligible for a tuition refund the student must: (1) Officially register and 
pay tuition and fees. (2) Process and submit a Drop/Add Registration Change Notice form to the Registrar’s Office on or 
before the 10% point of the term as defined above. Refunds are not automatic. All requests should be submitted to the 


Registrar located in Student Services. The department also maintains the Tuition Refund Form that must be completed 
and returned to Student Services before any refund will be considered. Note: The Refund policy is subject to change as 
directed by the N.C. Legislature and the N.C. Board of Community Colleges. Federal policy on Refund of Tuition for Title 
\V Funds will supercede the State policy on Refund of Tuition. 


Veterans Assistance 

Veterans and eligible dependents in any curriculum at the College may qualify for benefits from the Veterans Administra- 
tion, Title 38, and United States Code. Services, such as advising, VA benefits information and assistance with Regional 
Office inquires are provided. For more details, please see the VA Certifying Official located in Student Services. 


Weapons and Firearms 
Weapons and firearms are not allowed on campus. The College will enforce appropriate college and/or criminal charges 
against any person found possessing a weapon if it is not being used for college instructional courses. 


Withdrawal from the College 
lf you decide to leave the College, please complete a “Drop and Add Form” located in Student Services. Unofficial with- 
draws could result in a grade of “F” and a debt owed to the college for Pell recipients. 


When to Register for Classes 

Before registering for classes, you will want to pick up a R-CCC Catalog and class schedule. Both the catalog and the 
class schedule are posted on our website page prior to each registration period. Printed copies of the class schedule are 
available in Student Services. Printed copies of the catalogs are available in the College Bookstore. 


After you have reviewed the degree requirements and suggested course sequence for your program, you should meet 
with your academic advisor on or prior to Advising Day and Early Registration. It is to your advantage to register during 
this period. Registering at this time means a greater likelihood that you will be able to register for your first choice classes 
and avoid long lines that can appear during Regular Registration. Regular Registration is scheduled three days prior to 
the start of a new semester. (Please refer to the 2009-2010 Academic Calendar for scheduled dates.) 


Step 1: Register for Classes 
On Advising Day, meet with your faculty advisor. During all other registration sessions, meet with a faculty member on the 
Advising Team to register. Printed schedules are ready for pickup immediately after registering for classes. 


Step 2: Pay Tuition and Fees 

Tuition and fees must be paid by all students by the required deadline and prior to attending classes. 

Students approved to receive Pell, will be issued an award letter from the Financial Aid Office. If you have applied for Pell 
funding, but have not received an award letter, please see the financial aid officers immediately. Cash paying students and 
those receiving funding from a third party must report to the Business Office to secure payment of tuition/fees. Students 
receiving veterans’ benefits are responsible for all tuitions/fees. VA students should submit their registration schedule 

to the VA Certifying Official located in Student Services prior to the start of the semester for appropriate processing and 
reporting to the Regional VA Office. VA assistance is sent directly to the student from the Department of Veterans Affairs. 


For additional information, please see the staff in the Records and Registration Office located in the New Student Center, 
Office Suite 111, or by calling 862-1305. 


What is Expected of Me in Class? 
Students who understand early in the semester what is expected of them and comply with those expectations are gener- 
ally successful students. When you are in class, remember: 


s Eating, drinking, and smoking are not permitted in the classroom. 

° Each instructor has his/her own policies concerning tardiness, make-up work, attendance, etc. These policies will 
be explained to you early in the semester, and you should know and comply with them. 

° Each instructor will also give you a course syllabus that should include a general course description, a list of pre 


requisites, a list of required materials, a course outline, grading criteria, and attendance requirements. 


STUDENT CODE OF CONDUCT POLICY 


General Purpose 

Roanoke-Chowan Community College strives to create an academic community conducive to the development of each student by fostering an educa- 
tional process committed to excellence and equity. College students are citizens of the local, state and national governments and of the academic com- 
munity and are therefore, expected to conduct themselves as law abiding members of each community at all times. Admission to a College carries with 
it special privileges and imparts special responsibilities apart from those rights and duties enjoyed by non-students. Students are expected to behave 
in a manner that is conducive to the mission of the College. In recognition of the special relationship that exists between the College and the academic 
community, Roanoke-Chowan Community College Board of Trustees has authorized the President to take such action that may be necessary to main- 
tain campus safety and preserve the integrity of the College. 


Applicability 
This Code of Student Conduct is applicable to every student enrolled at the College, and may at times, apply to persons off campus when using College 
facilities or participating in RCCC programs or activities, including off campus trips and clinical sites. The term “student” includes all persons registered 
for or enrolled in one or more courses at RCCC, either for credit or non-credit. Students may be accountable to both civil authorities and to the College 
for acts that constitute violations of law and this Code. Disciplinary action at the College will be independent and proceed during the process of criminal 
proceedings, and will not be subject to challenge on the ground that criminal charges involving the same incident have been dismissed or reduced. 
RCCC has the discretion to proceed with disciplinary action under this Code in addition to any criminal or civil judicial proceedings. 


Statement of Expectation 

Each student of Roanoke-Chowan Community College is expected to conduct him or herself in accordance with the College policy to preserve RCCC’s 

safe and supportive learning environment. Roanoke-Chowan Community College has the right to take necessary and appropriate action to support and 
protect the health, safety and well-being of the college community. RCCC students are expected to abide by local, state and federal laws as well as col- 
lege policies. 


Faculty Rights and Authority 

The primary responsibility for managing the classroom environment rests with the faculty. Students who engage in prohibited behaviors that result in 
disruption of a class or college-sponsored activity may be directed by the faculty member to leave the class or activity for the remainder of the period. 
Actions of dismissal should be reported to the Associate Dean/Dean for Student Development Services. Longer suspensions from a class or activity, or 
dismissal on disciplinary grounds, require action by the Associate Dean/Dean for Student Development Services or designee. 


Conduct Required 
Each student shall conduct himself/herself in a manner consistent with the College’s mission as an educational institution. Any student who fails to con- 
duct himself/herself in such a manner violates this Code and a disciplinary penalty may be imposed. 


Prohibited Student Conduct 
Specific examples of conduct which are violations of the Code for which students are subject to disciplinary sanctions include but are not limited to the 
following, and include any attempt to commit the following: 


iv Any behavior that is disruptive to the educational process of the College as determined by a College official. 
2. Commission of an act that would constitute an offense under appropriate federal, state or local criminal statute. 
oO: Academic Dishonesty — cheating, plagiarizing, or aiding and abetting another person in cheating or plagiarism (Cheating means getting help 


that was not approved by your instructor from someone or something on a test, quiz, exam, or assignment. Plagiarism means to submit as 
one’s own the work of another. Plagiarism is stealing someone else’s ideas or words). 


4. Alcoholic Beverage and Illegal Substances — using, selling, or possessing alcoholic beverages or controlled substances or being under the 
influence of alcohol or controlled substances on college property or college sponsored events. 

5 Students must turn off cell phones and pagers upon entering class, unless the student's occupation (medical, emergency, or law enforcement 
fields) requires that a cell phone/pager is on at all times. 

6. College Policy Infraction — violating any other college policy that has been publicized. 

te Complicity — aiding, abetting, attempting, conspiring, hiring, willfully encouraging or being an accessory to any violation of the Student Code of 
Conduct. 

8. Computer Misuse — See Computer Network Acceptable Use Policy in RCCC Catalog or RCCC website. 

SF Discrimination or Harassment — discriminating or harassing conduct. 

10. Facilities Misuse 

ale Profane language 

12 False Information — furnishing false information, forging, unauthorized altering or misusing of any document, record or instrument of 
identification, withholding information from the college, falsely claiming to represent the college. 

i eb Gambling — wagering for money or other things of value. 

14. Smoking is prohibited in all campus buildings, grounds, and campus issued vehicles. 

oe Theft of or Damage to Property 

16. Violent, Threatening, and Intimidating Behavior 

Nive Weapons — possessing or using unauthorized firearms or other weapons. 

18. Excessive Noise — the College is considered a noise-free zone, including its hallways, walkways, driveways, and parking areas. 


When violations of the Student Code of Conduct occur, the College will take appropriate disciplinary action. The College has adopted procedures to 
allow due process, as required by law. 


Students who question the fairness of disciplinary action taken against them are entitled to due process by submitting a written notice of appeal. Infor- 
mation on the Student Code of Conduct Policy and due process may be obtained from the Associate Dean/Dean of Student Development Services. 


Student Rights and Protections aa A. 
All students are guaranteed the following rights: 1) freedom to pursue their educational goals; 2) freedom to inquire, assemble, and express their opin- 
ions; 3) due process as provided in the fourteenth amendment of the US Constitution; 4) un-prejudicial evaluation of academic performance (all students 


are entitled to an explanation of the basis for grades); 5) the expectation of personal safety and protection of property while on campus; and 6) continuity 
of the educational process. 


Students accused of disciplinary violations are entitled to the following procedural protections: 


° To be informed of the specific charges against them. 

° To be allowed to request an informal resolution of the case. 

° To be allowed reasonable time to prepare a defense. 

. To hear and respond to all evidence upon which a charge is based. 

° To call and question relevant witnesses. 

° To be assured of confidentiality, in accordance with the terms of the 
Family Education Rights and Privacy Act of 1974. 

° To be allowed to request that any person conducting a disciplinary conference, or serving as a discipline committee member or chair, be 
disqualified on the grounds of personal bias. 

° To be provided with a copy of these rights prior to any conference ordisciplinary hearing. 

. To be considered innocent of the charges until proven guilty by a preponderance of the evidence. 


Authority for Student Discipline 
Ultimate authority for student discipline is vested in the Board of Trustees and President of Roanoke-Chowan Community College. Discipline authority 
has been delegated to the Associate Dean/Dean for Student Development Services. 


Any member of the College community may refer a student, student group, or organization suspected of violating this Code to the Associate Dean/Dean. 
All case referrals must be submitted in writing. Those referring cases are normally expected to serve as the complainant, and to present relevant evi- 
dence in judicial review hearings. 


The Associate Dean/Dean will conduct a preliminary review to determine whether the alleged misconduct might result in expulsion or suspension from 
the College. Student subject to suspension or expulsion will be entitled to a hearing before a Judicial Review Board. 


Temporary Disciplinary Action 

In the event that the Associate Dean/Dean or President has reasonable cause to believe that a student’s continued enrollment poses (1) a danger to 
the health or safety of the student, other persons, or College property; or is (2) an ongoing threat of disrupting the academic process, the Associate 
Dean/Dean may impose a disciplinary penalty, pending a hearing. The Associate Dean/Dean may suspend a student from the College for an interim 
period pending disciplinary or criminal proceedings, or medical evaluation. The interim suspension shall become immediately effective without prior 
notice whenever there is evidence that the continued presence of the student at the College poses a substantial and immediate threat to him/herself or 
to others, or to the stability and continuance of normal college functions. 


Upon the decision to impose disciplinary action, the Associate Dean/Dean shall notify the student by an expeditious but reasonable means. 


Rights of Due Process/Student Appeal Policy . 

Students who question the fairness of disciplinary action taken against them are entitled to due process by submitting a written notice of appeal. The 
notice of appeal must be sent to the Associate Dean/Dean of Student Development Services within ten working days after receipt of disciplinary action. 
The appeal may be heard by the Judicial Review Board which is composed of two representatives of the Student Government Association, two faculty 
members, and one staff member. The decision of the Review Board is final, subject only to the student's right to appeal to the President of the College or 
ultimately to the Board of Trustees. 


Judicial Review Board hearings shall be taped and a copy of the tape will be made available to the defendant upon request. The chair of the Judicial 
Review Board shall notify the defendant of all charges and hearing date in writing in advanced of the scheduled hearing. Failure of the defendant to 
appear at the hearing, after proper notice, will result in the committee making a decision in the defendant's absence. The defendant has the right to be 
accompanied and advised by a person of his or her own choosing. Only the defendant can participate in the proceedings. Furthermore, legal represen- 
tation is not permitted in College disciplinary proceedings, whether formal or informal. However, legal representation is permitted when the student faces 
concurrent criminal charges. 


The Judicial Review Board may request the appearance of any person that each party wishes to have appear and testify. The Board has no authority to 
compel the appearance of any person who is neither defendant nor complainant. The Board Chair shall have the duty of maintaining order at the hear- 
ing and shail have the right to exclude any party or witness from the hearing, temporarily or permanently. 


Order of Presentation 

1h Chairperson’s opening remarks 

Opening statements of complainant. Presentation of evidence (including witnesses). Questioning by Board and defendant. 
Opening statements of defendant. Presentation of evidence (including witnesses). Questioning by Board and complainant. 
Summary statements by complainant (bears burden of proof). 

Summary statement by defendant. 

Chairperson’s closing instructions. 

Private deliberation by the Board. 

Board’s decision is rendered. 


CoO SOTA RIS 


Evidence shall include all facts based on oral testimony of witnesses who are present before the Board and all tangible objective evidence. Written state- 
ments by witnesses not present at the hearing may be admitted into evidence, but the Board shall decide how much weight, if any, shall be given to such 
statements. 


Evidence of a student’s past record may be introduced if a pattern of similar behavior has been demonstrated. The penalty phase of the hearing will 
consider evidence of pattern behavior. 

° Any party may present witnesses subject to the right of cross-examination by other parties. 

° Witnesses are excluded from the hearing room, but brought in individually before the Board to provide testimony. 

° The complainant must establish the responsibility of the defendant by a preponderance of the evidence. 


The Board will, after hearing all evidence and summations, retire to a room for deliberation. The chairperson of the Board will announce the decision 
promptly and notify the defendant of the verdict in writing. 


Disciplinary Penalties 
The following penalties comprise the range of official College actions, which may be taken when a student engages in prohibited conduct. These penal- 
ties are not exclusive and may be imposed together with other penalties. 


it Warning: A verbal or written notice to the student that a violation of a published College policy has occurred and that the continuation of such 
conduct or action could result in further disciplinary action. This becomes a matter of record in the Associate Dean/Dean’s office. 
Ds Restricted privileges: Denial or restriction of one or more privileges granted to students. These may be, but are not limited to, the use of an 


automobile, access to specific areas of the campus, dining privileges, visitation privileges, or participation in athletics, intramurals or other 
extracurricular activities. 

Ss Disciplinary Probation: An indication that the student is not in good standing, and that his/her continued enrollment is conditioned upon 

adherence to published College policies. 

Withholding an official transcript or degree. 

Prohibition against readmission. 

Suspension: Separation from the College for a definite term, during which the student shall not be permitted to attend courses or participate in 

any College activity. 

ihe Expulsion: Termination of student status for an indefinite period. The conditions of readmission, if any, shall be stated in the order of 
expulsion. Expulsion is not a permanent separation, but neither is a definite time set when return is expected. 


OS 


Appeals 

Any disciplinary determination resulting in suspension or expulsion from the College may be appealed to the President or designee. The appeal must be 
in writing, sent to the Office of the President by certified mail, return receipt requested. The appeal must be received by the President within 10 business 
days after the notice of suspension or expulsion. 


Academic Impact 

A student suspended as a result of the Judicial Review Process may be allowed to complete his/her academic work without extension of time. Since 
the student is prohibited from entering the campus without permission, coordination shall be through the Associate Dean/Dean for Academic Affairs. An 
expelled student has no right to complete academic work. 


STUDENT GRIEVANCE PROCEDURE/DUE PROCESS 
Purpose 


The purpose of the student grievance procedure is to provide a system to channel student complaints against faculty or staff (support and administrative) 
concerning the following: 


A. Alleged discrimination on the basis of age, sex, race, disability or other conditions, preferences or behavior, excluding sexual harassment 
complaints. 

Bo Sexual harassment complaints should be directed to the Associate Dean/Dean of Student Development Services. Copies of the procedure 
may be obtained from this office. 

GC. Academic matters, excluding individual grades except where the conditions in item “A” above apply. 

Procedure 

Step 1. 


The student must go to the instructor or staff member where the alleged problem originated. An attempt will be made to resolve the matter equitably and 
informally at this level. The conference must take place within 10 working days of the incident which generated the complaint. The student and instruc- 
tor are encouraged to seek resolution informally before filing an academic grievance. 


Step 2. 

If the complaint is not resolved at the informal conference with the instructor or staff member, the student should meet with the faculty of staff member's 
direct supervisor within 10 working days after meeting with the faculty/staff person with who the grievance is filed. As part of the effort to resolve the is- 
sue, the supervisor will consult with the accused and chief administrative officer of the division concerned. 


Step 3. 

If the complaint is not resolved at the informal conference with the direct supervisor, the student may file a written grievance. The grievance forms may 
be obtained from the Office of the Associate Dean/Dean, Student Development Services. The completed grievance form must be presented to the Of- 
fice of the Associate Dean/Dean, Student Development Services within 10 working days after satisfying Step 2. The Office of the Associate Dean/Dean, 
Student Development Services will refer the grievance form to the chief administrative officer of the division. The Associate Dean/Dean, Student Devel- 
opment Services shall respond in writing to the student within ten (10) working days after consulting with the chief administrative officer. The Associate 
Dean/Dean’s decision is final. 

Student-on-Student Sexual Harassment 

Under Title IX of the Education Amendments of 1972, no education program or activity receiving federal financial assistance may exclude, deny benefits 
to or discriminate against any person on the basis of sex (20 U.S.C. sec. 1681.a). The purpose of the statute is to prevent “discriminatory practice” in 
education and “to provide... effective protection against those practices.” 


Sexual harassment is a form of discrimination that may violate state and federal laws. Roanoke-Chowan Community College is committed to providing 
an environment for all students that is free from offensive or degrading conduct or remarks. In 1980, the Equal Employment Opportunity Commission 
adapted guidelines to help define sexual harassment in the academic setting. Unwelcome sexual advances, requests for sexual favors, and other verbal 
or physical conduct of a sexual nature constitute sexual harassment when: 


‘tle Submission to such conduct is made an expressed or implied term or condition of employment or status in a class, program or activity; 


23 Submission to or rejection of such conduct by an individual is used to make employment or educational decisions (such as hiring, promotion, 
or grading in a course); 


3: Such conduct has the effect of substantially interfering with an individual’s work or educational performance or creates an intimidating, hostile, 
or offensive environment for working or learning. 


Student-on-student sexual harassment falls under the conduct listed above as item #3. If a student feels that he or she is being sexually harassed by 
another student, he or she should notify the appropriate instructor or staff person immediately. Sexually harassing behavior can be intimidating, exploi- 
tive, or coercive and diminishes the goals of the college to provide a healthy living, learning, and working environment. 


Students found guilty of sexually harassing another student will be subject to disciplinary action up to and including dismissal from the college. 


COLLEGE/WORKPLACE ANTI-VIOLENCE POLICY 

Safety and security of all students, staff, faculty and customers is a primary concern of Roanoke-Chowan Community College. Therefore, acts of vio- 
lence made by or against any of the aforementioned will not be tolerated. Students, staff, faculty and customers committing acts or threats of violence 
will be subject to disciplinary action that may result in dismissal/ suspension from the college and/or having privileges suspended. 


Roanoke-Chowan Community College has a zero tolerance for violence and therefore prohibits the following behaviors: 


° any act or threat of violence made by an employee, student or customer against another; 

° any act or threat of violence, including, but not limited to, intimidation, harassment, or coercion; 

° any act or threat of violence which endangers the safety of employees, customers, vendors, contractors, or the general public; 
° any act or threat of violence made directly or indirectly bywords, gestures, or symbols; 

° use or possession of weapons on the college campus. 


STUDENT SEXUAL ASSAULT RESPONSE SYSTEM 

Roanoke-Chowan Community College provides a comprehensive Student Sexual Assault Response System which defines and coordinates the efforts 
of the College to provide a caring and effective institutional response to student sexual assaults that maintains the dignity of all members of the campus 
community. Roanoke-Chowan Community College will not tolerate any form of sexual assault, rape, or nonconsensual sexual activity. Members of the 
campus community found to be in violation of this policy will be subject to disciplinary action including, but not limited to, suspension and expulsion from 
the College. This policy will be enforced using internal disciplinary procedures, public safety programs, and the encouragements of external prosecution 
of alleged offenders. While allowing flexibility, this policy is intended to ensure continuity and consistency for both victims/survivors and accused perpe- 
trators to receive needed support services. 


The College’s Director of Counseling will oversee the implementation of this policy/protocol and serves as a primary resource for the student reporting 
an assault. All students who are victims of sexual assault are encouraged to report to Security that a sexual assault has occurred on campus and/or 
contact the Director of Counseling as soon as possible after the alleged incident. Complaints by or against students will be forwarded to the Associ- 

ate Dean/Dean for Student Development for resolutions within existing disciplinary procedures. The Security Department will investigate the crime and 
secure criminal warrants as appropriate. For more information about procedures involving student reports of sexual assault and the importance of pre- 
serving evidence as may be necessary to the proof of criminal sexual assault, contact to the Director of Counseling in Student Development Services. All 
incidents of sexual assault must be reported to the Associate Dean/Dean for Student Development Services with identifying information or anonymously. 


Electronic Sexual Assault Guidelines 

The primary purpose of the Roanoke-Chowan Community College computer network is educational and all users must understand this purpose. Users 
must rely on the honesty, integrity, and respect for the rights of others. The college does not attempt to define all acceptable or unacceptable uses of the 
network. Some examples of unacceptable use include: using the network for any illegal activity, using the network for financial gain, invading the privacy 
of others and posting anonymous messages, and creating and displaying threatening, obscene, racist, sexist, or harassing material, including broadcast- 
ing unsolicited messages or sending unwanted mail. Unacceptable use of the network by students will result in suspension and/or loss of privileges. In 
addition, violation of state or federal statutes could make the users subject to criminal prosecution. 


SUBSTANCE ABUSE and COMMUNICABLE DISEASE POLICY 
Roanoke-Chowan Community College recognizes its responsibility to provide 


° a wholesome environment of health education awareness for students, faculty, and staff, 
2 a climate which discourages alcohol and substance abuse and the spread of communicable diseases, and 
° the implementation of those measures which foster good school/community relations in the pursuit of maximized learning experiences for all 


its students. 


Roanoke-Chowan Community College will conduct educational programs as needed to inform students, staff, and faculty about substance abuse and 
communicable diseases, including warning signs and preventive measures. The educational program may include, but not limited to, written publica- 
tions, audio and video presentations, guest speakers, seminars, workshops, health fairs, and other similar publications and activities. The College will 
also appoint a task force, as needed, composed of representatives from all segments of the institution, to advise and assist in implementing policies, 
programs, and procedures in support of these endeavors. 


Substance abuse assistance will focus on actions such as: 


° providing existing human resources for early intervention for individuals with a chemical problem, 

: offering educational drug abuse prevention programs, 

° referring persons needing assistance to existing community agencies, while preserving the dignity of the individual and the confidentiality of 
their student record, and 

° referring students exhibiting erratic and/or disruptive behavior to the Associate Dean/Dean of Student Development Services where students 


will be subject to disciplinary action. 


The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance or alcohol is prohibited while in the workplace, on 
college premises, or as a part of any college-sponsored activity. The possession and/or use of any drug as defined under the North Carolina Controlled 
Substance Act, G. S. 89 90 through G.S. 90 94 in or on any part of the Roanoke-Chowan Community College campus will not be tolerated. For any 
infraction which is a violation of Federal or N.C. Law student will be turned over to local authorities. 

The term “controlled substance” means any drug listed in 21 CFR Part 1308 and other federal regulations, as well as those listed in Article V. Chapter 90 
of the NC General Statutes. Historically, these drugs have a high potential for abuse and include, but are not limited to, heroin, marijuana, cocaine, PCP, 


and “crack.” They also include “legal drugs” not prescribed by a licensed physician. The term “alcoholic beverage” includes beer, wine, whiskey, and 
any other beverages listed in Chapter 18B of the NC General Statutes. 


Students convicted of violating any federal, state, or local crime drug statute or alcoholic beverage control statute while in the workplace, on college 
premises, or as a part of any college-sponsored activity must inform the College in writing within three days of the conviction. A conviction means a 
finding of guilt (including a plea of nolo contendere) or the imposition of a sentence by a judge or jury in any state or federal court. As a precondition for 
continued enrollment at the College, students also may be required to finish successfully a drug abuse/alcoholic rehabilitation program sponsored by an 
approved private or governmental institution. 


Policies regarding communicable diseases are as follows: 

° Persons infected with a communicable disease will not be excluded from enrollment or employment or restricted in their access to college 
services or facilities unless medically based judgments in individual cases establish that exclusion or restriction is necessary to the health 
and safety of the individual or to the health and safety of other members of the College community. 

° Any student, college employee (either full time or part time) and any employee of contractors or contracted services who knows or has 
reasonable basis for believing that he or she is infected with a communicable disease has the responsibility of reporting this fact on a 
confidential basis, to the appropriate supervisor. 


COMPUTER NETWORK ACCEPTABLE USE POLICY 

The primary purpose of the Roanoke-Chowan Community College computer network is educational. The college’s mission is to enhance economic 
development and the quality of life in our community through an environment of academic excellence, dedicated to educating a diverse population for 
success in the workplace and in higher education. All users must understand this purpose. 


The users of www.roanokechowan.edu (all of RCCC’s computer resources and computer network) must rely on the honesty, integrity, and respect for the 
rights of others and on a conscious effort to be of service to others and the community. The college does not attempt to define all acceptable or unac- 
ceptable uses of the network. Acceptable conduct must be assessed by individual users. The following information assists the users in making such 
assessments. 


Examples of Acceptable Use Encouraged by Roanoke-Chowan Community College: 

Acceptable Use of Computers and the Network for: 

. Obtaining and spreading knowledge; 

. Gathering research material and data; 

. Analyzing data; 

. Providing data and research in support of public service; 

Preparing course materials; 

. Enhancing educational approaches and teaching methods; 

. Enhancing course work; 

. Developing surveys and administering targeted demographic 
surveys. 
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Users are responsible for their actions and activities on www.roanokechowan.edu, including responsibility for becoming informed of and complying with 
license and copyright provisions of the software they use. Unacceptable use of the network will result in suspension or revocation of those privileges. 
Unacceptable Use Includes: 

Using the network for any illegal activity, including violation of copyright or other contracts; 

Using the network for financial or other commercial gain; 

Degrading or disrupting equipment or system performance; 

Vandalizing the data of another user; 

Wastefully using finite resources; 

Gaining unauthorized access to resources or entities, including unauthorizeduse of others’ passwords; 

Invading the privacy of individuals; 

Posting anonymous messages; 

Creating or displaying threatening, obscene, racist, sexist, or harassing (persistently annoying of another user) material, including broadcasting 
unsolicited messages or sending unwanted mail; 

10. Using the network in support of groups outside the College when such use is not in keeping with the mission of the College; and 

11. Using personal web pages not primarily focused on the mission of the College. 
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Network Procedures: 

Manners - Appropriate network manners include being polite, using appropriate language, and not revealing personal addresses or phone numbers of 
students or colleagues. Remember: Electronic mail (e-mail) is not guaranteed to be private. In addition, system operators log network use (WWW, 
e-mail, etc.) However, all communication and information accessible on the networks can be assumed to be private (following the dictates of common 
politeness and common sense.) 


Authorization - Students, faculty, and staff must have appropriate authorization to use the network. 


Priority of Access - Students, faculty, and staff have the right to access the equipment; thus, users shall not play games or use computer resources for 
non-academic purposes when other users require the system for academic purposes. 


Conflicts - In the case of conflicts among users of computing resources and the network, resolution will follow the RCCC Network Administration Hierar- 
chy. 


Disclaimer - Information obtained through www.roanokechowan.edu is at the user’s own risk. RCCC is not responsible for the accuracy Or quality of . 
information obtained. Users need to consider the source of any information obtained, and, as this is a global network, accept responsibility for accessing 
inappropriate material as described under Unacceptable Uses. 


Penalties for Improper Use - Users violating guidelines, including applicable state and federal laws, are subject to loss of network privileges. In addition, 
violation of state or federal statutes could make the users subject to criminal prosecution. 


ORGANIZATIONAL GUIDELINES FOR STUDENT ORGANIZATIONS AND CLUBS 


Welcome! The purpose of this section is to provide a resource for you and your organization at Roanoke-Chowan Com- 
munity College (RCCC). This reference will provide guidance in developing and maintaining student organizations. 


Academics are the major emphasis of any educational institution. However, we desire to provide students an opportunity 
to develop all aspects of their being. One way in which students can develop themselves is through the participation in 
student organizations. 


The information contained in this packet is based on past experiences and established policies and procedures. The poli- 
cies and procedures may seem tedious, but are designed to protect you and your organization. Whether you are a new or 
returning student organization the Office of Student Services wants to provide you with information and give you access to 
people who can assist you in meeting and exceeding your club’s goals and objectives. 


This guide is not, however, meant to be your sole source of information. If you have any questions that are not answered 
in this publication, feel free to contact the any of the offices listed in the Contact List on the following page. OSS is located 
in the New Student Center and we encourage you to stop by if you have any questions regarding the operation of your 
organization. We look forward to working together towards making your student organization a productive and successful 
group on campus. 


Sincerely, 


Tremaine Kwasikpui 


Tremaine Keusiktud 


Student Activity Coordinatgr 


Wendy Vann 


Wendy Vann 


Dean of Student Services 


Student Activities and Student Government Association (SGA) 

A student activities program is developed and sponsored annually by the SGA and the Student Activities Coordinator. 
Such activities may include intramurals; club memberships; sporting events; and educational, cultural, and social events. 
Any other type of curricular department social functions must be appropriately approved. Students are expected to con- 
duct themselves with honor and exhibit high standards of responsible citizenship during all college functions whether on or 
off campus. 


Student Activity Fee — What Do My Student Activity Fees Cover? 

Each student enrolled at R-CCC pays an activity fee. These fees are used to pay for a variety of activities and to defray 
the cost of many services for students. The funds are administered by the Student Government Association. The follow- 
ing is a list of such activities and services: 


Fall Get Aquainted Party Student Recognition 

Student ID Cards & Parking Decals SGA Travel to Meetings & Conferences 
Student Handbooks Spring Fling 

Multi-cultural events & activities Athletics 


Tuition for SGA President Monetary Assistance to New Chartered Clubs 


SGA CONSTITUTION 


Preamble 

We, the students of Roanoke-Chowan Community College, in order to establish better relations and communication 
between students, administration, and faculty; to provide avenues for input in institutional decision making; to create a 
feeling of unity among all students; to advance leadership and scholarship; and to stimulate and develop school spirit; do 
hereby establish this constitution for the Student Government Association of Roanoke-Chowan Community College. The 
name shall be the Student Government Association (SGA). 


Article | — Purpose 
The purpose of this organization shall be to act as a liaison between the students, administration, and faculty and to pro- 
vide for and encourage active student participation in school affairs. 


Article Il - Membership 
The membership shall consist of all students who pay the student activity fee. 


Article lll — Executive Board 
Section A — Executive power shall be vested in the SGA officers. These officers shall be known as the Executive Board. 


Section B — The Executive Board officers elected by the constituency shall be: (1) the President, (2) the Vice President, 
(3) the Secretary, (4) the Public Information Officer, (5) the Parliamentarian, and (6) the Treasurer. 


Section C — The duties of the Executive Board shall be as follows: (1) to approve the Student Activities Calendar; (2) 

to authorize and approve all publications of the organization; (3) to call special meetings upon petition of a majority of 
members; (4) to interpret the constitution; (5) to appoint directors of any Special Services Committees; (6) to hold monthly 
general assembly meetings; (7) to attend all State N4CSGA conferences each year (budget allowing); and (8) to attend all 
meetings in accordance with Article IV. 


Section D — The duties of the President shall be as follows: (1) to serve as chief executive officer of the SGA; (2) to 
preside over all meetings of the Executive Board and the monthly general assembly meetings; (3) to appoint, with the 
consent of the Executive Board, the chairmen of all committees; (4) to serve as an ex-officio member of all SGA stand- 
ing committees, the RCCC Administrative Council, and the RCCC Board of Trustees; (5) to initiate such projects and 
programs as he shall deem necessary for the welfare of the SGA, and in keeping with the Preamble; (6) to represent this 
organization in all dealings with other student organizations and individuals; (7) to have knowledge of the records and 
monies of the SGA, (8) to perform all other functions which are incident to the office; (9) to call periodic meetings of the 
Executive Board at his discretion; and (10) to appoint an officer or committee chairperson to replace one who does not 
fulfill the duties of office. The President shall have his or her tuition reimbursed while in office. 


Section E — The duties of the Vice President shall be as follows: (1) to assume all duties of the President should the 
President for any reason be unable to meet the duties of office, (2) to fulfill any duties as delegated by the President, (3) to 
serve as an ex-officio member of all standing committees, and (4) to have knowledge of records and monies of the SGA. 


Section F — The duties of the Secretary shall be as follows: (1) to serve as recorder for the Executive Board; (2) submit a 
completed set of minutes of all SGA meetings for file and future reference; (3) to maintain the records of the SGA; and (4) 
to assist in all other areas that the Executive Board may deem desirable. 


Section G — The duties of the Public Information Officer shall be as follows: (1) to prepare a monthly calendar of student 
activities to be displayed on student bulletin boards, (2) to maintain the upkeep of student bulletin boards, (3) to handle all 
publicity pertaining to the SGA, and (4) to lend assistance to the Secretary in any manner which the SGA deems advis- 
able. 


Section H — The duties of the Parliamentarian shall be as follows: (1) to be acquainted with Robert's Rules of Order, (2) to 
see that correct procedures are followed in all meetings, and (3) to assist in all other areas that the Executive Board may 
deem desirable. 


Section I — The duties of the Treasurer shall be as follows: (1) to have knowledge of records and monies of the SGA; (2) 
to submit a proposed budget to the Executive Board. 


Section J — Replacement of any member of the Executive Board shall be as follows: (1) Any Executive Board member 


failing to execute his duties and responsibilities may be removed from office by a two-thirds (2/3) vote of the Student 
Council. The vacancy will be filled by presidential appointment, subject to approval by a two-thirds (2/3) vote of the Stu- 
dent Council. (2) In the event that any member of the Executive Board cannot serve in his respective position, the Presi- 
dent shall appoint a replacement subject to approval by a two-thirds (2/3) vote of the Student Council. 


Section K — Replacement of the SGA President shall be as follows: In the event that the President cannot serve, the Vice 
President will become acting President. He shall appoint the new Vice President subject to approval by a two-thirds (2/3) 
vote of the Student Council. 


Article IV — Representatives, Senators, and Student Council 
Section A — The body of Representatives shall be composed of one Representative from each of the chartered clubs. 


Section B — There shall be two Senators from each two-year curriculum—one from the first-year section and one from the 
second-year section. There shall be only one Senator from each of the curriculums which are of one year duration or less. 


Section C — The Student Council shall be made up of all members of the Executive Board, Representatives, and Sena- 
tors. Only members named herein shall have power to vote on business matters at general sessions. 


Section D — Duties of the Representatives and Senators shall be as follows: (1) to represent their respective groups, to 
serve as the liaison between the Student Council and all students, and to perform all such other tasks as assigned to 
them, (2) to approve all appointments made by the President of the SGA by a two-thirds (2/3) vote of the Student Council, 
(3) to impeach and remove from office any elected student official, (4) to require reports, financial or otherwise, from all 
chartered clubs and organizations, not to exceed one per month, and (5) to make rules necessary and proper to promote 
the general welfare of the student body consistent with State Statutes and Board of Trustees policies. 


Section E — Absences: (1) Attendance for Student Council meetings is required; however, if a Representative realizes 

he will be unable to attend a specified meeting, he is required to notify his Alternate to be present at the meeting. If by 
unforeseen circumstances a student or his Alternate is unable to attend a specified meeting, a written excuse is due within 
three days after his absence. (2) Any Student Council Member absent for three meetings without a written excuse shall 

be dismissed automatically. It shall be the duty of the Executive Board to inform the club’s or curriculum’s advisor of the 
student’s dismissal in writing one week after the third absence. The Executive Board shall have the authority to require the 
sponsoring club or curriculum to appoint another student. 


Section F — Appointment of Representatives and Senators shall be as follows: (1) Nominations of Representatives, Sena- 
tors and Alternates shall be done by the respective chartered organizations and college curriculums and submitted in writ- 
ing to the President of the SGA by the end of the fourth week of the fall semester. (2) All Representatives, Senators and 
Alternates must be in “Good Standing” with the College for the remainder of the year. 


Article V — Advisors 
Section A — The SGA Advisor shall be the Dean of Student Services or appointee. 


Section B — The duties of the Advisor shall be as follows: (1) to determine the eligibility for office of all members of the 
Executive Council, (2) to determine the eligibility for office of all Representatives, Senators and Alternates, (3) to ensure 
that the constitution is enforced, (4) to be responsible for the records and monies of the SGA, and (5) to appropriate funds 
for all extracurricular activities as listed in the approved Student Activities Calendar, provided that all funds not expended 
during the current fiscal year revert to the Student Activity Fund Balance. 


Section C — Although the Advisor shall have no voting rights, he shall be recognized by the chair in the same manner as 
regular student government members to discuss, debate, or advise as to any matters under consideration. 


Article VI —- Election of Officers 

Section A — Election for President, Vice President, and Secretary will be held during spring semester. Public Information 
Officer, Parliamentarian, and Treasurer shall be conducted by the end of the fourth week of the fall semester. Upon elec- 
tion, they shall serve from election until the next election for their respective offices. 


Section B — Qualifications for office shall be as follows: (1) All Executive Council officers must be full-time students. (2) 
President and Vice President must have been enrolled for two semesters and be in “Good Standing’ with the College at 
the time of nomination and for the remainder of the year. (3) The Secretary, Communications Officer, Parliamentarian, and 
Treasurer must be in “Good Standing’ at the time of nomination and for the remainder of the year. First semester students 
would be assumed to be in “Good Standing.” 


Section C — Procedure of elections shall be as follows: (1) All officers shall be elected by secret ballot, all students paying 
an activity fee and possessing a student identification card may vote. To place his name on the ballot, a candidate must 
submit a petition containing the signatures of at least twenty-five (25) members to the SGA. There shall be no duplica- 
tion of SGA members among candidates for the same office. (2) Petitions must be submitted by the date indicated on the 
Student Activities Calendar. (3) Candidates may make a campaign presentation during election week, if they so desire. 


Section D — Elections shall be as follows: (1) All officers shall be elected by secret ballot. (2) Elections shall take place 
on the date indicated on the Student Activities Calendar at the designated polling station(s). (3) All voting members shall 
show identification cards before receiving their ballots. (4) No one shall assist or advise the voter in completing the ballot 
except the election managers, who may only explain the rules of the election. (5) The candidate receiving a majority shall _ 
be named the winner of the election. In the event of a tie, a run-off election between the two candidates receiving the 
highest number of votes shall be held to determine a winner. (6) Ballots shall be counted in secret by the SGA Advisor and 
a designee appointed by the Dean of Student Services. Under no circumstances shall a candidate for office be present at 
the counting of the ballots. (7) Results of the elections shall be posted by the next class day following elections. Winning 
candidates shall be notified personally and in writing by the SGA President as soon as possible. (8) All ballots shall be 
kept for a minimum of two weeks. 


Article Vil — Committees 

General: (1) Committees may be formed as the SGA determines needs. (2) The chairman of the committee shall be ap- 
pointed from the student body by the President subject to approval by a two-thirds (2/3) vote of the Student Council. The 
committee members are appointed by the chairman of each committee. (3) These committees shall only hold the authority 
which the student government may delegate and shall make progress reports at regular SGA meetings. 


Article Vill - New Clubs or Organizations 

Section A — The Student Council shall grant charters to all RCCC clubs or organizations. Upon being chartered and the 
approval of the student council each club will receive $100 to assist with the establishment process. A representative from 
each club is required to attend all general assembly meetings which are held once a month. 


Section B — In order for a club or organization to be recognized and chartered by the SGA, it must formulate a constitu- 
tion and bylaws containing the following: (1) Objectives of the organization. The objectives shall be compatible with the 
College’s objectives. (2) Criteria for membership. Membership in an organization shall not be denied an individual on the 
basis of race, creed, gender, or national origin. (4) Proposed officers and their duties. (5) Dues, fees, assessments, etc. 


Article IX — Parliamentary Authority 
Parliamentary authority for this organization will be the current edition of Robert’s Rules of Order. 


Article X — Quorum 
Section A — A quorum for any meeting or conference of this organization shall be a majority of the members. 


Section B — A quorum for any meeting or conference of the Executive Board shall be two-thirds (2/3) of the members. 


Article Xl - Amendments 

Section A — Amendments to the constitution may be proposed by the Representatives or by petition signed by 20 percent 
of the SGA membership. If the proposed amendment is approved by a two-thirds (2/3) vote of the Executive Board, the 
amendment shall be ratified. 


Section B — This constitution can be amended at any regular meeting by a two-thirds (2/3) vote of the Executive Board 
provided that the amendment has been submitted in writing by the previous regular meeting. 


Section C — All amendments must be approved by the College President. 


Article XIl — Ratification 
Ratification of this constitution shall be by two-thirds (2/3) vote of the Executive Board and the College President. 


FORMING A CLUB OR ORGANIZATION 


In order for a club to be recognized by the Roanoke Chowan Community College Student Government 
Association there are a few documents that must be on file as well as rules to follow. 


1) Find at least 7 members who are currently enrolled at Roanoke- Chowan Community College and secure their 
names and signatures. 

2} Select an advisor. A full-time faculty or staff must advise all student organizations. If you need help finding an 
advisor contact the Office of Student Services. 

3) Develop a set of bylaws. Your bylaws are the guidelines by which your organization operates. This document 
should contain the following sections: 

a) Name of the organization 

b) Purpose of the organization 

Cc) Criteria for membership 

d) Officers of the organization and their responsibilities 

e) The Election process 

f) Meeting requirements 

g) Faculty/Staff Advisors 

h) Parliamentary Rules (if applicable) 

i) Membership fees (local, if applicable, regional, state and national) 

i) Process by which the bylaws may be amended 

4) Meet with interested students and elect/appoint officers 

5) Submit Update Form with roster and bylaws to the OSS 

6) All new student organizations must be approved by the Dean of Student Services 


Organization Privileges 

All SGA recognized clubs and organizations have the following privileges: 

1) Use of the College’s name for identification purposes. 

2) Participation in College sponsored events. 

3) Use of campus facilities and services 

4) A voting seat in the Student Government Association (SGA) 

5) The right to receive publication and be included in newsletters/mailings of the SGA 
6) Participation in leadership training initiatives. 

7) Receive SGA allotted monies 


Organization Responsibilities 
All SGA recognized clubs and organizations have the following responsibilities: 


ah Must have a faculty/staff advisor. 

2) Must submit an updated copy of the organization’s constitution and/or bylaws. 

3) Must submit a Status Update form on an annual basis and/or anytime a change occurs (see Appendix). 

4) Must submit a member roster of a minimum of seven (7) names during annually the fall and spring semester. 
5) Must attend the Clubs and Organization’s New Officer Luncheon at the beginning of the semester. 


Selection of an Advisor 

The key to the selection of a good advisor for your organization is to select a person: 

s Has a Genuine interest in the purpose of the organization. 

: Has the time to devote to extra hours often required in developing and implementing any student organization 
‘ Is creative, innovative and enthusiastic. 


You may also include part-time faculty in your organization. Every advisor can use someone to “share the load.” Just 
remember, there must be at least one “lead advisor” who is a full-time faculty or staff member. The responsibilities of the 
advisors include the following: 


C Must be knowledgeable of all College policies and procedures 

. Must be present at all function and meetings of the organization 
- Must sign all Purchase Requisitions or Check Request 

2 Must sign all Program Plan of Execution Forms. 


Must sign all Student Activities Travel Request Forms. 


MAINTAINING A STUDENT ORGANIZATION 


All student organizations/clubs are required to submit a Status Update Form and roster list every fall semester in order to 
remain active on campus. A Status Update Form is also required any time there is a change in leadership of your orga- 
nization in order to maintain an active status. Since the form requests the names of officers and the advisor, groups are 
encouraged to meet and elect officers as early as possible during the fall term. The due date for this information is two 
weeks after the Clubs and Organizations Retreat. (Please see the OSS Event list for dates) 

It is also required that an updated copy of the organizations bylaws be on file with OSS. All bylaw changes must be voted 
on and ratified as dictated in your bylaws. All updated bylaws must be accompanied by a list of voters, and a copy of the 
resolution voted. These changes are to be submitted to OSS within 10 days of the change. 


Removal of Active Status 

INACTIVE STATUS 

Student organizations who fail to follow the above requirements each year will be considered inactive and, therefore have 
no privileges and cannot function at all. These requirements include: 

1) Status Update Form/Roster: Organizations not submitting this form will be considered inactive. Those that do not 
maintain approval for three (3) consecutive academic years will be considered inactive and removed from College publica- 
tions. 

2) No club advisor. 


Disciplinary Sanctions 
Disciplinary sanctions may be imposed if student organizations fail to follow policies and procedures and/or if they violate 
campus or other regulations. 


WARNING 
This is an official reprimand making misconduct a matter of record in the student files during the current academic year. 
Any further misconduct could result in additional disciplinary action. 


PROBATION 

Approved student organizations may be placed on probation with limited privileges until they remedy their infraction(s). A 
review of progress will occur after 30 days. An organization may be on probation for one or more of the following reasons: 
1 Having fewer than 8 members. 

2: Ineligible officer(s) (falls below 2.0 GPA or currently not enrolled). 


SUSPENSION 

An approved student organization may be suspended for thirty (30) days for one or more of the following reasons: 
1 Violation of the College policies and procedures. 

wg Destruction of public or private property. 

3. Provision of false information on organization records. 

4. Not attending the required number of SGA meetings. 


REVOCATION 

An approved student organization may have its approved status revoked, and will not function as a group for the remain- 

der of the current academic year, for one or more of the following reasons: 

di Violation of state or federal laws. 

Pa Continued infractions of the above mentioned after having been both on the Warning, Probationary and 
Suspension status in a current academic year. 


Restriction of Privileges . 
Decisions on restricted privileges are made by the Dean for Student Services. Violations will be discussed and, depending 


on the disciplinary sanction, it should be noted that one or all of the following might be imposed: 


Activity Restriction 


1. Restriction of Intake Activities: the group cannot have officer elections, membership drives and other 
recruitment activities. ; 
2: Restriction of Activity Sponsorship: requires that the organization not take part in the sponsorship of any 


educational/social/community service activity. This includes participation in intramural activities, sponsoring any 
speaker or guest on campus, co-sponsoring any social event or other activity. TY Ane 
a Restriction of Operations: the group may not meet as an organization and all organizational activities will cease. 


Facility Restriction 


1. Restricted campus posting privileges. 
Pd, No use of College facilities/equipment. 
Restitution 


The organization may be ordered to make restitution when the club has engaged in conduct injurious to property (individu- 
al, group or College) for which monetary damages can compensate. Restitution may be in the form of financial payment. 


Restricted use of Organization’s Account 


1: Receiving/retaining funding. 
2: Surrender balances of all organizational funds received from the SGA up to date. 
3 No new expenditures will be approved. 


Reviving a Student Organization 

There are some organizations that have been approved and are no longer active. Any student may re-activate any such 
organization by submitting a new Status Update form with roster to the Office of Student Services. The group may then be 
approved for reactivation by the Dean of Students Services. Any organization which has been inactive for more than three 
(3) academic years must go through the process required for new organizations. Also all monies in the organizations ac- 
count will be returned to the SGA budget after three (3) years of inactivity. 


Campus Policies 

The following guidelines were developed to encourage timely communication between event planners and College of- 
ficials charged with approving events and activities on College property. Adherence to the guidelines promotes safety at 
events, may serve to avoid conflicts with similar events previously scheduled on campus, and promotes proper planning. 


Program Plan of Execution Forms 

All Program Plan of Execution forms must be processed two weeks before the proposed event. If you desire to schedule 
the use of a classroom, conference room, or the auditorium for meetings for your organization then these reservations 
need to be made and approved through Dean of Financial Services (Finance Office). All organization Program Plan of 
Execution forms must be submitted to the Student Activities Coordinator for Signature. Once your activity has been ap- 
proved, by the Office of Student Services, you will be notified via email. Each organization is responsible for requesting 
services from other departments on campus (maintenance, security, etc.). 


Consequences for turning in forms late or non-completion of forms will result in offenses in the following order: first of- 
fense: verbal reminder; second offense: a written letter will be sent to the advisor and club president; third offense: a 
meeting with Student Services and the advisor and club president; and forth offense: event will not be approved. 


Fundraising 
All fundraising must be approved by the club advisor and the Dean of Student Services prior to the event. Complete the 
Program Plan of Execution form, have your club advisor sign it and submit to the office of Student Services. 


We encourage that you fundraise to have funds for different projects throughout the year. However, you are required to 
discuss any community fundraisers with the Dean of Students in order to prevent the possibility of over saturating the 
community with requests for donations. 


Some fundraising activities may have some legal restrictions (i.e. raffles, lotteries). If you have questions regarding the 
legalities of your activity, see the Dean of Students Services, who may have to consult the College attorneys. 


Press Releases 

Clubs and Organizations at Roanoke-Chowan Community College are encouraged to seek external publicity for their 
events that are open to the public, including fund-raisers and special activities. Publicity is generally sought by sending a 
press release to media organizations, including the local newspapers in Hertford County, radio stations and Facebook. 


Press Releases should include the day, date and time of the activity, the sponsoring organization’s name and a short de- 
scription of why the event is important or compelling. Please send all of your Press Releases to Mr. Justin Mckeithan via 
e-mail. mckeithanj@roanokechowan.edu 


Note: All Press Releases will be sent to the News Herald; however it is up to their discretion as to when it is put into the 
newspaper. Please send all Press Releases by 1pm the day before you would like the release sent. EX. If you submit 


Monday at 12noon. Your release will be sent Tuesday before 12noon. If you submit Monday at 3pm your release will be 
sent Wednesday before 12noon. 


Usage of College Name, Logo, Emblem 

Officially recognized clubs and organizations may use Roanoke-Chowan Community College’s official logo to promote ac- 
tivities and events that are open to the public. However they must first must obtain permission to do so from the college’s 
Marketing/ Media Specialist Justin Mckeithan. 


Organizational Trips 

Your organization may decide to schedule a field trip or attend a convention. A Student Activities Travel Request Form 
should be completed and submitted to the Dean of Students for approval. Also, you will need to pick up Travel Release 
Forms, which must be completed by each person taking part in the trip. This protects the organization, its officers and the 
College in case of an accident, etc. Both forms are available in Student Services and the website. 


The College has vans, which are available for official college use. You must schedule the use of the vans through the 
Business Office Purchasing Agent. The driver of the van does not have to have a special license. A copy of the driver’s li- 
cense must be on file in the Business Office. All vehicles must be returned with a full tank of gas. It is the responsibility of 
the club to record the speedometer reading at the time of pick up and return. This is to be done in the Campus log inside 
of the Vehicle. 


Advertising on Campus 

There are many opportunities and venues for advertising events on campus. You are encouraged to distribute and post 
flyers and announcements regarding your organizational activities throughout the campus. However, the College reserves 
the right to determine the scope, manner, location, duration and material posted on its property. 


Content Guidelines 

All advertisements are reviewed by OSS. When designing your advertisements, please keep in mind that those which 
may violate the following guidelines may require additional time for review, so be sure to follow the guidelines to avoid any 
delay in the posting of your materials. 


ae All materials to be posted must receive necessary approvals prior to posting. 

23 Do not use material for which you do not have copyright permission. 

2 Graphic or sexually-explicit material is prohibited, including nudity and/or portrayal of sexual situations. 

4 Profane or derogatory language is prohibited, including replacing all or some of the letters of the intended text 


with symbols (such as #&!). 
5: Advertising, in any medium, is not available to commercial advertisers and may not be used to promote any 
commercial viewpoint. Therefore, messages will not endorse any goods or services. 


6. Messages from organization not affiliated with R-CCC, unless sponsored by an active organization, will not 
be considered. 

ie Advertisements will be removed when the event concludes. 

8. Election materials for national, state or local elections may not be posted. 

9. Material advertising events which conflict with the Colleges polices may not be approved. 

10. Sponsorships should be shown on all materials. The name and phone number or email of a contact 
person must be listed on the materials. Remember to include the date, time, and location of the event/activity. 

Ai he Promotion of alcohol, tobacco or other illegal substance use either stated or implied will not be approved. 

12. Images deemed profane, defaming, or inflammatory will not be approved. 

apes Messages will be posted in a timely manner, but not necessarily immediately upon submission. 


Bulletin Board Posting 

SOURCES FOR APPROVAL 

OSS reviews all material for posting on the campus bulletin boards for student organizations. A copy of the flyer must 
be given to the office for our files. In academic buildings, specific boards are designated for academic unit use and may 
require additional approval. 


POSTING PROCEDURES 

1. Once approved by OSS, submit a copy of your announcement(s) to the Student Activities Coordinator 
prior to posting. 

vs All flyers to be placed in the bulletin boards must be printed on 8.5 x 11 paper. 


Campus Cruiser 

All approved student organizations will have the right to advertise on Campus Cruiser. If you have information that you 
would like to submit to Campus Cruiser or an e-mail you would like to send to the entire school please follow the following: 
Submit your article or e-mail in a Word document to the Student Activities Coordinator. 

lf you have a picture or flyer please convert into a jpeg image. 

Please spell check and ensure your information is accurate. 

Try to submit at least one week prior to ensure proper advertisement. 


oe eke 


Facebook and Flickr 

Facebook and Flickr are two of the newest ways that the Marketing Team would like to market to current, future and past 
students. Facebook is a social networking website launched on February 4, 2004. The free-access website is privately 
owned and operated by Facebook, Inc. Users can join networks organized by city, workplace, school, and region to con- 
nect and interact with other people. As you notice our website now has a link directly connected to Facebook 

Flickr is an image and video hosting website, web services suite, and online community platform. 

lf your organization would like to add an event or post pictures on either site please use the same rules that are used for 
Campus Cruiser. 


Signage 

Please do not post flyers on entrance doorways, hallways, or classroom walls. It is the responsibility of the sponsoring 
group to remove posted materials after the event is complete. All flyers must be on a standard 8 % x 11 sheet of paper 
(unless the signage is used in SGA approved media equipment). Use brightly colored paper with graphics, cartoons, 
photographs, borders and/or color print. Use only the text necessary because if it is too long, people will not read it. Also 
choose large, easily visible fonts so it is easy for people to read in passing. 


Distribution 

Handouts or flyers may not be placed in classroom seats or posted at random in classrooms, or attached to cars or to Col- 
lege property not designated for that purpose. They may be distributed to individuals only in the Student Center or Student 
Lounge, and a copy of the flyer may be placed one per table. In the case of a petition, sponsorship may be an individual 
student, but must be in the individual’s possession at all times (i.e. on a clipboard). Distribution of SGA election material 
must be in accordance with polices of the SGA Campaign Committee. 


Organization Finances 
All student organizations approved by the college are encouraged to maintain their funds in an account in the R-CCC 
Business Office. 


Current Campus Clubs and Organizations 
ADN Level 71 Club 
ADN Level 2 Club 
Cosmetology Club 
Criminal Justice Club 
Early Childhood Club 
Human Services Club 
Brotherhood of Shinda Society 
Phi Theta Kappa Honor Society 


For additional information regarding clubs and organizations, 
please contact Mr. Tremaine Kwasikpui, Student Activities Coordinator. 


Schedule of Student Activities for Fall Semester 2009 and Spring Semester 2010 


August 
8/17 
8/20 
8/24-28 


September 
9/1 

9/2 

9/3 

9/3 

OETL 

ed 
October 


A0IG6. 2. 
10/6-8 


AO 22132505 


10/29 


November 
11/1-24 
11/5 
Mie 
11/19 


December 
12/1-18 
12/10 


January 
1/11 


1/18 
PALS 


February 
2/4 


2/25 


March 


April 
4/1 
4/5-9 


4/27 


May 
5/14 


First Day of Classes 
Welcome Back Event 
SGA Process begins: Candidates File for Offices 


Candidates present Presentation 

Election Day 

Election Day 

New Officers Announced 

Constitution Day 

Clubs and Organizations Retreat w/ New SGA Officers 


Breast Cancer Awareness Event | SGA Official Meeting 
Intramural Sports Sign-Up (Student Services Receptionist) 
Fall Break 
Fall Festival 


Month long Food Drive (Battle amongst the clubs of can Items) 
Intramural Sports 

Veteran’s Day Program 

American Smokeout | SGAActivity/Meeting 


Tree of Giving Food and Toy Drive 
Holiday Luncheon & SGA Meeting 


First day of Classes 

Dr. Martin Luther King Day No Classes 

Dr. Martin Luther King Tribute | SGA Meeting 
Welcome Back Event Sponsored 


Pretty in Red Fashion Show (Go Red for Women) 
SGA Activity | Intramural Sports 

Annual Black History Month Quiz Bowl 

SGA Meeting 


Women’s Month Afternoon Tea | Career Fair 
SGA Meeting | Intramural Sports | Safe Spring Break 


Honors Convocation 
Spring Break 

SGA Election 

Spring Fling 


Graduation 


(Schedule changes will be posted on Campus Cruiser and on the bulletin boards around campus.) 
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109 Community College Road 
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